N\ WWasténglon ARCHIVES & RECORDS MANAGEMENT DIVISION

BF \ 1129 East Washington Street
JSecretary of State S0 5o 20550
SAM REED Olympia, WA 98504-0238

Tel (360) 586-4900
Fax (360} 664-8814
http://www.sos.wa.gov/archives

January 23, 2010

TO: Steve Ryser, State Records Committee Member
Traci Friedl, State Records Committee Member
Mike Steenhout, State Records Committee Member
Russell Wood, State Records Manager
Jerry Handfield, State Archivist

FROM: Michele Mallery, State Government Records Management Specialist
Records Management Office

RE: February 3, 2010 SRC Packets

Enclosed are the February 3, 2010 SRC packets. Below is the contact information for the
Records Officers who submitted schedules for review and approval by the committee.

Sherree Christiansen Hempstead - (360)705-6630 or sherreech@dor.wa.gov
DOH: Sid McAlpin — (360) 236-3911 or Sid.mcalpin@doh.wa.gov

WSLCE: Stacii McKeon — (360)664-1693 ar skm@lig.wa.gov

L&l Lysa Homan Walker — (360)802-5777 or Wiys235@Ini.wa.gov

UW. Barbara Bensonh — (206} 543-7950 or bbenson@u.washington.edu
WSU: Ralph Jenks — (509) 335-2004 or jenks@wsu.edu

Please remember to cc: me at mmallery@sos.wa.qov on e-mails you send to the
Records Officers so that | know to expect updated schedules.

If you have any questions please feel free to contact me at (360) 586-4901.

J” ) : ;
Whihea hintizre) -
Michele Mallery ﬁ

State Government Records Management Specialist
MEM
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STATE OF WASHINGTON

STATE RECORDS COMMITTEE

Office of the State Auditor » Office of Financial Management » Office of the Attorney General » State Archives
PO Box 40238 » Olympia, Washington 98304-0238 = (360) 586-4900

February 3, 2010 - 1:30 pm
Archives Conference Room, Olympia, WA

AGENDA

ROUTINE ITEMS
A. Callto Order
B. Introduction of Guests

C. Approve January 6, 2010 Minutes
D. Adoption of Today's Agenda

WASHINGTON STATE ARCHIVES UPDATES
A. Announcements from the State Archivist
B. Update on Requests to Discontinue Records Series

OLD BUSINESS
A. Tabled items from previous meetings:
1. Department of Revenue
Office 330 — Special Programs/Unclaimed Property

2. University of Washington
Office 15/01/02 — Registrar's Office: Data Services

3. Washington State University
Office WSU GS-02 — Research and Sponsored Project Records

4. Department of Labor & Industries
Office 530 — Insurances Services Division — Employer Services
Roles of Committee Members

NEW BUSINESS
A. State Agency Unique Records Retention Schedules
1. Department of Health
310 — Risk Management

2. Liquor Control Board
Office 410 - Purchasing

3. Department of Labor & Industries
Office 530 — Insurance Seivices Division — Employer Services
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4. University of Washington
Any Office — Any Office
Office 08/11/06 — Commuter Services: Operations
Office 08/12/03 — Property & Transport Services: UW Shuttles
V. OTHER BUSINESS
VI. NEXT MEETING - 1:30 pm March 3, 2010

VIl. ADJOURNMENT
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STATE OF WASHINGTON

STATE RECORDS COMMITTEE

Office of the State Aunditor » Office of Financial Management o Qffice of the Attorney General ® State Archives
PO Box 40238 e Olympia, Washington 98504-0238 e (360) 586-4900

MEETING MINUTES
January 6, 2010 - 1:30 pm
Archives Conference Room, Clympia

Members Present: Steve Ryser (Office of the State Auditor); Mike Steenhout {Office of Financial
Management); Jerry Handfield (State Archivist);

Staff Present: Russell Wood (State Records Manager); Michele Mallery (Records Management), Deborah
Bahn (Digital Archives) :

Records Officers/Guests: Andrea \Watts {(University of Washington); Lysa Homan Walker (Department of
Labor and Industries); Tammy Lee (Department of Labor and Industries); Millie Brombacher (Department of
Social and Health Services), Anita Wieland (Office of Financial Management); Pam Derrick (Department of
Labor & Industries); Allison Kaech {Department of Labor & Industries); Doug Moore (Washington Horse Racing
Commission); Jennifer Sciba (Board of Accountancy), Diane Bren (Board of Accountancy); Richard C.
Sweeney (Board of Accountancy); Sherree Christiansen Hempstead (Department of Revenue); Patti Wilson
Jepartment of Revenue); Chris Taylor (University of Washington); Linda Bures (Department of Fish &
Wildlife); Bruce Clark (Department of Licensing}; Stacii McKeon (Washington State Liquor Conirol Board).

l. ROUTINE BUSINESS
A. Call to Order: Steve Ryser called the meeting to order at 1:31 p.m.

B. Introduction of Records Officers/Guests: All Records Officers and guests were introduced.

C. Approve November 4, 2009 Minutes: Ryser called for a motion to approve the December 2, 2009
minutes; moved by Handfield, seconded by Ryser.
Resolution: Motion carried.

D. Adoption of Today’s Agenda: Ryser called for a motion fo approve the agenda as submitted;
moved by Handfield, seconded by Ryser.
Resolution: Motion carried.

il WASHINGTON STATE ARCHIVES UPDATES
A. Announcements from the State Archivist ,

1. The year 2010 is a historic year. It has been 100 years since the law was passed regarding
destruction of public records and a 10-year prison sentence. There was a judge, in one of our
counties, who destroyed records which were requested by an arbitrator.

2. Clyde at the Records Center has implemented new policies and procedures regarding the
management of public records. Starting in January, all records, which have met their retention,
will now be shredded. [t will be budgeted as operating costs. The Records Center is preparing to
take approximately 25,000 — 30,000 boxes from the Department of Social and Health Services.
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No

The Washington State Archivist had a conversation with the new National Archivist this week, in
regards to electronic records archiving. He is interested in how Washington is doing this and the
partnership Washington has with other states. Currently, the National Archives have spent a lot
of money trying to get a system that works for the public. The National Archivist agreedtoa 3
day meeting of technicians of Archives, records managers around the county who have
knowledge of problems of programming and security issues surrounding electranic archives.
The Washington State Archivist met with the House of Represenatives interns, and staff
members regarding the new audio search the Washington State Archives has on their website.
They are excited about the ability to search 40,000 cassette tapes with just a click.

The Washington State Archivist met with the Attorney General and Perkins/Cooey law firm.
There are still some people who believe the Records Committees does not have the authority to
require preservation of records. The State Archivist explained the purpose of the Digital
Archives was to be more efficient, and to save money so they wouldn't have fo have their own
archives.

McNeil Island Correctional facility photographs are now available online.

The Digital Archives reported marriage records from King County were searched over 4500
times. There are approximately over 5000 searches for marriage records per month.

The Tacoma News Tribune had an editorial on Sunday, on ways to save money regarding open
government to access public records and suggested using the Digital Archives.

B. Update on Requests to Discontinue Records Series: Russell Wood provided the following
statistics for the month of December. There were 26 submitted, 261 signed, leaving a backlog of
338.

OLD BUSINESS

A 1

Tabled item from December 2, 2009 meeting

Department Of Agriculture Office 640 {Certification and Training) dated October 13, 2009
Action: Agency requested to withdraw submitted records series at this time.
Resolution: Motion carried.

NEW BUSINESS
A. State Agency Unique Records Retention Schedules/Action Items for Committee
Review/Approval

1.

Board of Accountancy

Records Retention Schedule for Office 100 — Board of Accountancy, dated December 23, 2009
Action: Motion to approve: Steenhout, seconded by Handfield.

Resolution: Motion carried.

Department of Fish and Wildlife

Records Retention Schedule for Office 240 — Business Services Program, Licensing Division,
dated November 20, 2009

Action: Motion to approve: Handfield, seconded by Ryser

Resolution: Motion carried.

Records Retention Schedule for Office 400 - Wildlife, dated November 23, 2009
Action: Motion to approve: Handfield, seconded by Ryser
Resolution: Motion carried.

Records Retention Schedule for Office 706 — Capital & Facilities Management/Engineering,
dated December 10, 2009

Action: Motion to approve: Handfield, seconded by Steenhout

Resolution: Motion carried.
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. General Administration

Records Retention Schedule for Office 610 — Buildings and Grounds Visitor Services, dated
November 20, 2008

Action: Motion to approve: Handfield, seconded by Ryser

Resolution: Motion carried.

Department of Labor & Industries

Records Retention Schedule for Office 530 — Insurance Services Division — Employer Services,
dated November 12, 2009

Action: Motion to table page 1, records series “Employer Accounting Systems Enhancement
(EASE) Adjustment Reports” in order to discuss with the Auditor, motion to approved pages 2-4,
Handfield, seconded by Ryser

Resolution: Motion carried.

Department of Licensing

Records Retention Schedule for Office 440 — Prorate and Fuel Tax Services — MCFU Unit,
dated December 1, 2009

Action: Motion to approve: Ryser, seconded by Handfield

Resolution: Motion carried.

Department of Revenue

Records Retention Schedule for Office 330 — Special Programs/Unctaimed Property, dated
August 11, 2009

Action: Motion to table page 1, record series “Unclaimed Property Holder Report — Electronic”
until audit is complete. Motion to approve page 2: Handfield, seconded by Steenhout
Resolution: Motion carried.

University of Washington

Records Retention Schedule for Office — Any Office, dated November 2008
Action: Motion to approve: Ryser, seconded by Steenhout

Resolution: Motion carried.

Records Retention Schedule for Office 09/09 — Equipment Inventory Office, dated November
24. 2009

Action: Motion o approve: Ryser, seconded by Steenhout

Resolution: Motion carried.

Records Retention Schedule for Office 10/03 — Human Resources Operations, dated November
24, 2009

Action: Motion to approve: Ryser, seconded by Steenhout

Resolution: Motion carried.

Records Retention Schedule for Office 10/07 — Benefits, dated November 24, 2009
Action: Motion to approve: Ryser, seconded by Handfield
Resolution: Motion carried.

Records Retention Schedule for Office 15/01/02 — Registrar's Office: Data Services, dated
Naovember 24, 2009

Action: Motion to table: Handfield, seconded by Ryser

Resolution: Motion carried

. Washington State Liquor Control Board

Records Retention Schedule for Office 217 Wine/Beer Reporting, dated December 1, 2009
Action: Motion to approve Handfield, seconded by Ryser
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Resolution: Motion carried.

9. Washington State University
Records Retention Schedule for Office WSU GS 02, dated November 18, 2009
Action: Motion to table in order for the University to determine what types of patents they have:
Handfield, seconded Steenhout.
Resolution: Motion carried.

V. OTHER BUSINESS
A. Department of Labor & Industries - Roles of the State Records Committee: Motion to table as
Department of Labor & Industries was not present to discuss; Steenhout, seconded by Ryser
B. The Washington State Archivist announced the "Depression Sale” of the note cards showcasing
images from the collections of the Washington State Archives, and those by Asahel Curtis.

Vi NEXT MEETING
When. February 3, 2010 - 1:30pm
Where: Archives Conference Room, Archives and Records Building, Olympia

Vil. ADJOURNMENT
Action: Motion to adjourn: Handfield, seconded by Steenhout.
Resolution: Meeting adjourned 3:15 p.m.

CERTIFICATION OF MINUTES OF THE STATE RECORDS COMMITTEE MEETING:

!, Steve Ryser, Chair of the State Records Committee, certify that the above is a true and correct transcript of
the minutes of a public meeting of the State Records Committee of the Secretary of State, Archives and
Records Management Division, held in the State Archives Building conference room on January 6, 2010 and
that the public meeting was duly called and held in alf respects in accordance with the laws of the State of
Washington and that a quorum was present.

Chair Signature Date
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Christiansen Hempstead, Sherree (DOR}

From: Mallery, Michele [michele.mallery@sos.wa.gov]
Sent: Friday, December 18, 2009 11:25 AM

To: Christiansen Hempstead, Sherree (DOR)
Subject: Office 330

Sherree,

P'm writing to you on behalf of the State Archivist. He has reviewed the submitted schedule for the
“Electronic Holder Report Files”. He is recommendifig the fitle is changed to “Unclaimed Property 7
Holder Report - Electronic”,:as well as changing any other records series 98-MM-58587 fo ©
Unclaimed Property Holder Report Files 1996 and Forward — Imaged”, as well as any other series

you may have.
If you have questions or concerns, please feel free to contact me.

Rest %ﬂam&
Wichele Maf[e:y

Stats Government Records Man@emem‘é’pem‘aﬁsf

Washington State Archives

Office of the Secretary of State

1120 Washington Street SE; MS: 40238
Olympia, WA 98504

Michele Mallery@sos.wa.gov [New email address}

Phone: 360-586-4001
Fax: 360-586-0368

Toin gur Lisf Serve fo receive ulm/;zﬁxf informabion

Leoarn more about the Wmﬁi@fm State Archives
Raview the Stats Records Commitls Minutss
Review the Local Records Commitiee Minubes




Mallery, Michele

From: Christiansen Hempstead, Sherree (DOR) [SherreeCH@DOR WA GOV

3ent: Thursday, August 20, 2009 11:39 AM

fo: Makery, Michele

Cc: Christiansen Hempstead, Sherree (DOR)

Subject: FW: Initiai Review - Office 140-330 DRAFT New, Revised ta Include Additicnal EIS Record

Series Approval, and Discontinued Series

Hi Michele: i

Please let me know the status of the previous request, as soon as possibie.

Thanks -
Sherree

From: Christiansen Hempstead, Sherree (DOR)
Sent: Thursday, August 13, 2009 9:25 AM

To: 'Mallery, Michele'

Cc: Wilson, Patti (DOR); Hansen, Lynnea {DOR)
Subject: RE: Initial Review - Office 140-330 DRAFT New, Revised to Include Additional EIS Record Series Approval, and
Discantinued Series

Thanks Michele!

From: Mallery, Michele [mailto:mmallery@secstate.wa.gov]

Jent: Thursday, August 13, 2006 9:23 AM

To: Christiansen Hempstead, Sherree (DOR)

Cc: Wilson, Patti (DOR); Hansen, Lynnea {(DOR)

Subject: RE: Initial Review - Office 140-330 DRAFT New, Revised to Include Additional FIS Record Series Approval, and

Discontinued Series

{ have forwarded to Russell and awaiting his response. | will let you know as soon as | know
something!

Rest '?Qeﬁa rils,
Michele Ma/fé::y

Statz Government Records Man@emenf \S’pecmﬁ'ﬂ‘

Washington State Archives
Office of the Secretary of State
1129 Washington Street SE
Olympia, WA 98504

MS: 40238

Phone: 360-586-4901

Fax: 360-586-0368
Mmallery@secstate.wa.gov

oin our List Serve to receive updated information




Learn more about the Washington State Archives
Review the State Records Committe Minutes
Review the Local Records Committee Minutes

From: Christiansen Hempstead, Sherree (DOR) [mailto: SherreeCH@DOR.WA.GOV]

Sent: Thursday, August 13, 2009 9:19 AM

To: Mallery, Michele

Cc: Wilson, Patti (DOR); Hansen, Lynnea (DOR); Christiansen Hempstead, Sherree (DOR)

Subject: FW: Initial Review - Office 140-330 DRAFT New, Revised to Include Additional EIS Record Series Approval, and
Discontinued Series

Importance: High

Dces this help answer Russell's concerns regarding the new series? If we need to revisa it in any way, please advisa.

Thanks -
Sherree

From: Wilson, Patii (DOR)

Sent: Thursday, August 13, 2009 9:06 AM

To: Christiansen Hempstead, Sherree (DOR)

Cc: Hansen, Lynnea (DOR); 'Mallery, Michele'; Wilson, Patti (DOR)

Subject: RE: Initial Review - Office 140-330 DRAFT New, Revised to Include Additional EIS Record Series Approval, and
Discontinued Series

The difference is one is paper form which we image and the other are diskettes, CDs or web based files. Some Helders
send the electronic and paper, just the electronic or just the paper. When we get an electronic report we use that to
ipload the information to our database. If the Holder sends only paper we manually key the information into our
database The reason we don't need to electronic media to be retained is that once we load the file into the database the
original file is no longer needed as any changes we make to the file are recorded in our mainframe. The paper is kept for
12 years because it was manually keyed and it is the only record we have as to how the Holder reported the property.

Patti Wilson

Operations Manager
Unclaimed Property Section
(360) 570-3256

From: Christiansen Hempstead, Sherree (DOR)

Sent: Wednesday, August 12, 2009 11:05 AM

To: Wilson, Patti (DOR)

Cc: Hansen, Lynnea {DOR); 'Mallery, Michele'; Christiansen Hempstead, Sherree (DOR)

Subject: RE: Initial Review - Office 140-330 DRAFT New, Revised to Include Additional EIS Record Series Approval, and
Discontinued Series

Importance: High

Hi Patti:

Per your e-mail to me, a holder report is what businesses send our office to repart their unclaimad properfy. If UCP
{Unclaimed Property) were a fax it would be a tax return just with a ot of information.

Slease clarify for Michele the difference between the foilowing two series | think because they are both Holder Raport
Files there is confusion as to the difference between the two. We realize it is obvious that the one difference is that 98-

2



MM-58587 is imaged and the new series is uploaded into a database, therefore the designation, Cut-offs,

retention/processing of the record are much different, Please elaborate, as soon as possible

New

Series:

Item

DAN

Description
Remarks L

OPR/IOFM Cut-Off

Active Inactive

Total Yrs

Title: ELECTRONIC HOLDER REPORT FILES

Description: Holder reports filed via compact
disc, floppy disc, or via the internet,
containing unclaimed property owner details
used o upload information to database.

Revision No. / Statement:

Date

OFM Raceived

12

Essential

Revised Series:

Item

Description

OPR/OFM  Cut-Off

Active Inactive

Total Yrs

_DAN

Remarks

Title: HOLDER REPORT FILES 1996 AND
FORWARD-IMAGED

Description: Report forms and correspendence
received from known businesses regarding the
reporting of Unclaimed Property including
amounts and account information.

Revision No. / Statement: REV 3: Changed
title from: Holder Report Files 1996 and
Forward-Optical Disk; changed description
from: Source documents for verification and
Checklist and Hoider report (Forms 80-0004
and 80-0008) for reporiing owner of
Unclaimed Property amounts and account
information. These files will be migrated into
new systems, as technology changes. RAW
§3.29 gives citizens right to claim
indefinitely; moved from description to
remarks section: Disposal of paper after
source documents are imaged and verified
and added GS 11012 reference and
Essential; increased retention from:
120/0/10, to be consistent with DAN 99-AM-
53180, The Audit.

When
OR Imaged &
Verified

144

98-MM-58587

Disposal of paper
after source
documents imaged
and verified, per
GS 11012,

Essential

Thanks -
Sherree

From: Mallery, Michele [mailto:mmallery@secstate.wa.gov]
Sent: Tuesday, August 11, 2009 4:29 PM

To: Christiansen Hempstead, Sherree (DOR)

Cc: Hansen, Lynnea {DOR); Wilson, Patti (DOR)
Subject: RE: [nitial Review - Office 140-330 DRAFT New, Revised to Include Additional EIS Record Series Approval, and
Discontinued Series

She

rree,

Per our phone conversation, would you please clarify the difference between the request for a new
DAN compared to DAN 98-MM-58587. | showed this to Russell and we are both confused on what
this records series ts. What is a holder report?

Look forward to hearing back from youl

Bes

{ ?Qggamﬁ‘,




Michele 'Ma[@ry

State Government Records szmnﬂemenf \S’[’Jec:'aﬁj'f

Washington State Archives
Office of the Secretary of State
1129 Washington Street SE
Olympia, WA 98504

MS: 40238

Phone: 360-586-4901

Fax: 360-586-0368
Mmallery@secstate wa.gov

Join our List Serve to receive updated information

Learn more about the Washington State Archives
Review the State Records Committe Minutes
Review the Local Records Committee Minutes

From: Christiansen Hempstead, Sherree {(DOR) {maito:SherreeCH@DOR, WA.GOV]

Sent: Tuesday, August 11, 2009 9:36 AM

To: Maliery, Michele

Cc: Christiansen Hempstead, Sherree (DOR); Hansen, Lynnea (DOR); Wilson, Patti (DOR)

Subject: Initial Review - Office 140-330 DRAFT New, Revised to Include Additional EIS Record Series Approval, and
Discontinued Series

Importance: High

Good Morning Michele:

Please perform your initial review of the following DRAFT schedules for Office 140-330 Special Programs/Unclaimed
Property.

t am sending you the Word document for the New schedule, so you can add the new DAN.

Note (per the last page of the Revised schedules) we are also requesting that both 96-02-56424 UCP Audit Files, and
96-02-56421, Unclaimed Property Misc. Correspondence be added/approved as additional record series to the
Agency's EIS. The Request for Approval of Additional Recards Series for Agency Electronic Imaging Systems document
is also attached. ’

Please let me know your comments, as soon as possibie.

<<140-330 DRAFT New.doc>> <<140-330 DRAFT Reavised.pdf>> <<08112009_085257 pdf>> <<140-330 DRAFT
Discontinued Schedules.pdf>>

Thanks -

Sherree C. Hempstead

Forms & Records Manager, Taxpayer Services
Washington State Department of Revenue
(360) 703-6630

Working together to fund Washington's future
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Mallery, Michele

From: Andrea Watts [wattsa@u.washington.edu]
nt: Woednesday, January 20, 2010 12:01 PM

. 0: Mallery, Michele

Subject: RE: Tabled item

Go ahead and withdraw it.
Andrea

Andrea L, Watts

University of Washington
Records Management Services
Phone 206-543-0573

Fax 685-9538

Box 354910

From: Mallery, Michele [mailto:michele.mallery@sos.wa.gov]
Sent: Wednesday, January 20, 2010 12:00 PM

To: Andrea Watts

Subject: RE: Tabled item

So do you want to withdraw or have tabled again?

’%m‘ %ﬂamﬁ,
Michele 'Maﬂéty

State Government Records Man@emenf S[ﬂecfaﬁj'f

Washington State Archives

Office of the Secretary af State

1129 Washington Street SE; MS: 40238
Olympia, WA 98504

[Please note new email address] Michele. Mallery@sos.wa.gov
Phone: 360-586-4901
Fax: 360-586-0368

To receive updates on records management advice, records retention schedules and training, click on the

following link:
http: /fwww.sos.wa.gov/archives/RecordsManagement/JoinRecordsManagementAgencyNotificationLists.agpx

Learn more about the Washington State Archives
Review the State Records Committe Minutes
Review the Local Records Committee Minutes

From: Andrea Watts [mailto:wattsa@u.washington.edu]
Sent: Wednesday, January 20, 2010 11:55 AM

To: Mallery, Michele

‘ubject: RE: Tabled item

We will resubmit the series at a later date. | still need to speak with the office.

i



Thanks,
“ndrea

Andrea L. Watts

University of Washington
Records Management Services
Phone 206-543-0573

Fax 685-9538

Box 354910

From: Mallery, Michele [mailto:michele.mallery@sos.wa.gov]
Sent: Wednesday, January 20, 2010 10:50 AM

To: Andrea Watts

Subject: Tabled item

Andrea,

Have you had time to make corrections or discuss the retention to the tabled item for Office 15/01/02
“Administrative System Access Form™?

Please let me know or send a PDF so | can add to the packet. | need to get the packet out by Friday.

Best ﬁ%ﬂam&
Wichelo 'Ma/ﬁ(y
“late Government Records Mamyemenf d’/ﬁeciaﬁ'xf

Vashington State Archives

Office of the Secretary of State

1129 Washington Street SE; MS: 40238
Olympia, WA 98504

[Please note new email address] Michele.Mallery@sos.wa.gov
Phone: 360-586-4901
Fax: 360-586-0368

To receive updates on records management advice, records retention schedules and training, click on the
following link:

htip://www.sos.wa.gov/archives/RecordsManagement/JoinRecordsManagementAgencyNotificationLists.aspx

Learn more about the Washington State Archives
Review the State Records Committe Minutes
Review the Local Records Commitiee Minutes
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VWASHINGTON STATE
T [ JNIVERSITY

Gifice of Procedures, Records, and Forms

bid
MEMORANDUM
Date: January 14,2010
To: State Recor ittee
From: Ralph Jenks

University Records

Subject:  RESUBMITTAL—Request for Records Relention Schedule and Disposition Authority Number
for WSU General Records Retention Schedule for Research and Sponsored Project Records
(WSU-—GS #02)

Per request by the State Records Management office, please find enclosed a resubmitted Request for Records
Retention Schedule and Disposition Authority Number for WSU General Schedule #02 for your review and
approval.

NOTE: Per request hy State Records Management, this resubmittal adds new DANs to the three records series
described below. The original request 1o add these records series was originalty submitted on November 18,2009.
We are resubmitting this request with the original submittal date.

We have added the following Records Series Titles:
*  Research Data—Potential Protectable Intellectual Property (Patent Issued)

This new records series provides retention requirements for records of research that may result in
protectable intellectual property to which the University may have an ownership interest. NOTE: If a patent
is issued, retention of the [aboratory notebooks (or equivalent records) is moved to the records series titled
"Laboratory Notebooks— Patent Issued." (See below.)

* Laboratory Notebooks {or Equivalent Records) — Patent Issued

This new records series provides retention requirements for records of laboratory notebooks or equivalent
records which support patents in which the University has an ownership interest. (Cutoff and retention
period are based upon advice from the Asst. Attorney General —WSU and the WSU Ottice of Intellectual
Property Administration.)

»  Research Data— Potential Protectable Intellectual Property (Patent Application Denied)

This new records series provides retention requirements for records of research that may result in
protectable intellectual property to which the University may have an ownership interest, when the patent
application is denied. NOTE: If a patent is reviewed again prior to the end of the retention period and a
patent is then issued, retention of the research data moves to "Research Data— Potential Protectable
Inteltectual Property (Patent Issued)," and retention of the laboratory notebooks (or equivalent records) is
moved to the records series titled "Laboratory Notebooks — Patent [ssued."

Other listed Records Series Titles (if any) in WSU General Schedule #2 do not reflect changes. Only the primary
copy of any Record Series Title is senl to you for review.

Thank you for your altention to this matter.
enclosures

PO Box 641225, Pulliman, WA 99134.1 525

309-335-2005 ¢ Fae 5093553909 2 Do e st eduy -ferms, nisdex hmy
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Mallery, Michele

Srom: Deborah Bartlett [dbartl@wsu.edu]
sent: Tuesday, January 12, 2010 11:21 AM
To: Maltery, Michele

Subject: Re: Follow up re: SRC mesting

Ralph and the University Archivist, Mark O'English, conferred regarding this issue. The Archivist is not interested in
retaining these records. We would like to resubmit aur request to the SRC for the three new records series under WSU--
GSH#O2 with no changes.

Thank you for your assistance,

Deb Bartlett

Washington State University
Procedures, Records, and Forms
335-2005

On 1/7/10 11:08 AM, "Mallery, Michele" <michele.mallery@sos.wa.gov> wrote:

Deb,

Per your request, | have listened to the audio recording of the State Records Committee meeting and
you were correct, the only item that was tabled was ltem # 2 for the Archival designation
Jetermination by Ralph and Mark O’'English.

Please submit an email stating Ralph and Mark's comments abeout the Archival status, so | can add to
the schedule.

Best Regards,
Michele Mallery

State Government Records Management Specialist
Washington State Archives

Offtce of the Secretary of State

1129 Washington Street SE; MS: 40238

Olympia, WA 08504

[Please note new email address] Michele Mallery@sos wa.goy<maitto:Mmallery@secstate.wa.gov>
Phone: 360-586-4901
Fax: 360-586-0368

To receive updates on records management advice, records retention schedules and training, elick on the
following link:
http: //www.sos.wa.gov/archives/RecordsManagsement/JoinRecordsManagementAgencyNotificationList

<htip: archives/RecordsManagement/JoinRecordsManacementAcencyNotificationlis

Learn more about the Washington State Archives

Review the State Records Committe Minutes

: archives/RecordsManagement/StateRecordsCommittee.aspx>
Review the Local Records Committee Minutes

<hitp://www secstate.wa.zov/archives/lre calendar agendas minutes.aspx>

1
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Mallery, Michele

From: Homan Walker, Lysa (LNI) [wlys235@LNI.WA.GOV]
2nt: Woednesday, January 20, 2010 11:12 AM

.0: Mallery, Michele

Cc: rysers@sao.wa.gov

Subject: RE: Tabled Item Office 530

Why, I've been meaning to get back with you on that....

Steve Ryser called me and said that the 3 year retention is sufficient as long as the
information, if needed, can be found in the actual employer file. | have confirmed with the
business area that the information can be accessed from the employer file archive if needed
after 3 years.

Please submit this under Old Business.

Thank you™

From: Mallery, Michele [mailto:michele.mallery@sos.wa.gov]
Sent: Wednesday, January 20, 2010 11:00 AM

To: Homan Walker, Lysa (LNI)

Subject: Tabled Item Office 530

Lysa,

Have you had time yet to do any follow up on the tabled item? Please let me know so [f | need
to add anything to the packet. | need to get the packets out by Friday.

Thanks!l!

RBest R@a pdls,
Michele 'Maﬁé{y
Stats Government Records Man@emenf d’/aeciaﬁ.vf

Washington State Archives

Office of the Secretary of State

1129 Washington Street SE; MS: 40238
Olympia, WA 98504

[Please note new email address] Michele. Mallery@sos.wa.gov
Phone: 360-586-4901
Fax: 360-586-0368

To receive updates on records management advice, records retention schedules and training,
click on the following link:
http:/ fwww.sos.wa.gov/archives/RecordsManagement/JoinRecordsManagementAgencyNotificationLists.aspx

Learn more about the Washington State Archives
Review the State Records Committe Minutes
Review the Local Records Committee Minutes
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Washington State
Liquor Control Board

January 08, 2010 Fih

Records Committee
PO Box 40238
Olympia, WA 98504-0238

Records Committee,
Attached, please find an update for Office 410. These documents previously had

two DANSs, and the shorter retention of the two was being followed. This change
is to ensure our Uniques coincide with how we actually keep our records.

Please feel free to contact me if you have any questions.

Sincerely,

/ iy //,
(:DU\) v

Stacii McKeon
Records Management Supervisor
WSLCB
3 3000 Pacific Ave SE
| Olympia, WA 98504-3080
(360) 664-1693

PO Box 43075, 36000 Pacific Ave, SE, Olympia WA 98504-3075, {360) 664-1600,
www i, wa.gov
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Mallery, Michele

From: Andrea Watts [wattsa@u.washington.edu}
ent: Woednesday, January 20, 2010 10:27 AM
o: Mallery, Michele

Subject: RE: Office - Any Office Submission

Hi Michele,

You bring up an interesting question.

According to the State Administrative & Accounting Manual 12.60.40e, “[rlenewal training must be provided every two
years,” at which point the van driver fills out new forms and reviews the training manual again. This statement implies
that the cut-off of these record is “Training Completed.” The cut-off for personnel folders and training records is
“Termination of Employment with Department.”

Although the SAAM sets a two year retention period, Barbara felt that 6 years is more appropriate given the liability
associated with these records. And given that the cut-off and retention period of these records is quite different, it
would be challenging for an office to manage the personnel and van training records in the same file, which is why we
scheduled these Van Driver training records separately.

Hope this helps. Please let me know if you have any further questions.
Thanks,

Andrea

Andrea L. Watts

University of Washington
Records Management Services
Phone 206-543-0573

Fax 685-9538

Box 354910

From: Mallery, Michele [mailto:michele.mallery@sos.wa.gov]
Sent: Tuesday, January 19, 2010 1:32 PM

To: Andrea Watts
Subject: Office - Any Office Submission

Andrea,

| am writing to you on behalf of the Washington State Archivist. We just held the Archival Review
Committee meeting and they are wanting to know why “Van Driver Training for 15 and 12- passenger
full size Vans” is not part of either the personnel or training file?

Would you please provide a response prior the February 3" SRC meeting?

If you have questions or concerns, please feel free to contact me.

Best Reﬂm%‘,
‘fichele Maﬂéry
State Government Records Mmaﬂemenf \S?ﬁecfﬂﬁsf




Washington State Archives

Qffice of the Secretary of State

1129 Washington Street SE; MS: 40238
Olympia, WA 98504

_lease note new email address] Michele. Mallery@sos.wa.gov
Phone: 360-586-4901
Fax: 360-586-0368

To receive updates on records management advice, records retention schedules and training, click on the
following link:
hitp://www.sos.wa.gov/archives/RecordsManagement/JoinRecordsManagementAgencyNotification Lists. aspx

Learn more about the Washington State Archives
Review the State Records Committe Minutes
Review the Local Records Committee Minutes
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Return to CHAPTER 12,

12.60
Van Management

12.60.10 Van purchase, use and rental
May 1, 2007
12.60.10.3 Refer to Subsection 12.10.30 for definitions of vans as referred to in this
section.

Selection of the electronic stability control (ESC) option is required for new
purchases of all vans described in Subsection 12.16.30, if not already a
standard manufacturer feature.

12.680.10.b 15-Passenger full size van purchase.

1. As of the effective date of this policy, agencies are restricted from
purchasing or acquiring new 15-passenger full size vans for passenger
transport purposes. These vans are commonly referred to as “15-
passenger vans, ”

Exeeption: Van pool programs operated and insured by local
‘ government transit authorities may continue to purchase 15-passenger
full size vans for passenger transport purposes.

2. Agencies may purchase or acquire new 15-passenger full size vans if
used exclusively for cargo or maintenance purposes.

12.80.10.c 12-Passenger full size van purchase.

Agencies are authorized to purchase or acquire 12-passenger full size vans as
defined in Subsection 12.10.30 for passenger transport purposes.

12.60.10.d Mini-van purchase.

Agencies are authorized to purchase or acquire mini-vans as defined in
Subsection 12.10.30 for passenger transport purposes.

1260.10.e Cargo full size van purchase.

Agencies are authorized to purchase or acquire cargo full size vans

12.60.10.f Alternative passenger transport vehicle purchase.

Agencies are authorized to purchase or acquire alternative vehicles, such as
small busses, for the transport of passengers. Refer to Subsection 12.60.10.¢g

http://www.ofin.wa.gov/policy/12.60.htm 12/28/2009
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regarding passenger transport of non-college enrolled high school and
younger children.

Note: Washington State Department of Licensing (DOL) rules require that
all vehicles designed to transport 16 or more persons (including the driver)
require a commercial driver’s license (CDL). Refer to DOL's website at:
http://www.dol.wa.gov/driverslicense/cdLhtml.

12.60.10.g Van use.

1. Transportation of non-college enrolled high school and younger
children. Agencies are restricted from transporting non-college
enrolled high school or younger student passengers in 15 or 12-
passenger full size vans, or specialty vehicles not meeting state and
federal school bus standards. Non-college enrolled high school and
younger children may be transported in mini-vans or sedans.

2. State driver policies in Subsections 12.20.15 and 12.290.20, and Section
12.30 apply to all van drivers. All van and driver policies in Subsection
12.60.30 apply to full size van use.

12.60.10.h Van rental/lease restrictions.

. As of the effective date of this policy, agencies are restricted from
contracting for the rental of 15-passenger full size vans for passenger
transport purposes regardless of their availability from the rental
vendor,

2. Agencies are authorized to rent/lease 12-passenger full size vans, cargo
vans, and mini-vans from rental vendors. Rented/leased vans are .
subject to the van use restrictions/requirements noted in Subsection

12.60.10.g.
12.60.20 15-Passenger full size van phase-out
: May 1, 2007
1260.20.a Agencies are strongly encouraged to phase-out 15-passenger full size vans

used for passenger transport purposes. One phase-out option is to convert
15-passenger full size van use from passenger to cargo or maintenance.

12.60.20.b The recommended phase-out period for 13-passenger full size vans used for
passenger transport purposes is five (5) years from the original date of
purchase or acquisition.

12.60.20 ¢ Agencies are required to remove tear seats and reduce passengers by five (5)
or mote for all 15-passenger full size vans used for passenger transport
purposes.

Noter Driver and training requirement policies in Subsection 12.60.30 apply
to 15 and 12-passenger full size vans and careo or maintenance vans.

12.60.20.d All vans are to be maintained and inspected as required in Subsection
12.20.40.a.
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12.60.30

May 1, 2007

Full size van and van driver requirements

12.60.30.a

12.60.30.b

Driver safefy awareness

The National Highway Traffic Safety Administration (NHTSA) publications
indicated befow are required to be placed and maintained in a conspicuous
spot in each state owned 15 and [2-passenger full size van as well as in all
rental 12-passenger and cargo full size vans:

1. “Reducine The Risk of Rollover Crashes in 15-Passenger Vans” —
Hangtag.

2. “Reducing The Risk of Rollover Crashes in 153-Passenger Vans” —
Flyer.

Refer to the NHTSA website for the latest version of these documents at:
htip://www.nhisa.cov.

Note: The Office of Financial Management's (OFM) Risk Management
Division (RMD) provides a sticker version of the above NHTSA document
that fits passenger van visors for agency owned vehicles. The sticker can be
requested by contacting the RMD at (360) 902-7303, or email requests to:
ofm.risk.management@ofm.wa.goyv.

Required documents for driver and manager/supervisor signature

1. Agencies are required to have all 15 and 12-passenger full size van and
cargo van drivers sign the following documents af the time of their
initial van driving assignment. Managers/supervisors must also sign
the documents under the manager/supervisor responsibilities checklist
section.

o 15 and 12-Passenger Full Size Van Driver - Valid License to
Drive and Driving Experience Statement (PDF)

o 135 and 12-Passenger Full Size Van Driver - Safe Driving
Practices Acknowledgement Statement (PDF)

[\

Agencies are required to maintain the above documents in appropriate
agency files.

Note: It is recommended the two documents be printed on one page back to
back.

12.60.40

July 1, 2008

Required safety education or training for drivers of full

size vans

12.60.40.3 Agencies are required fo provide employees, students, and volunteers with safety
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education information or training prior to their initial operation of state owned or
commercially rented/leased 15 or 12-passenger full size van or cargo van.

1260405 Safety education information provided must include:

1. The NHTSA web address for van safety:
http:/fwww.nhtsa.gov/cars/mproblems/studies/15PassVans/15PassCustomer,html
or http://www.safercar.gov

]

Review of NHTSA’s posted document, “Reducing the Risk of Rollover Crashes
in 15-Passenger Vans.”

3. Review of NHTSA’s Hangtag and Flver for [5-passenger vans.

4. Review of information in the "15-Passenger Van Drivers Basic oss Prevention
Guide," available on the OFM RMD website at:
http://www.ofm.wa.gov/rmd/loss/passenger.asp; or equivalent agency developed
information.

5. Review of policies in Sections 12.30 and 12.68 or equivalent agency-specific
policies or information pertaining to these sections.

126040 ¢ Training for 15 and 12-passenger full size van and cargo van drivers.

Length of training, training curriculum, training method, type of training materials (or
audio-visuals) used is at agency discretion. Agencies may supplement the requirements
above as desired. Examples of training topics that agencies may choose to address
include, but are not limited to:

s Pre-trip planning and travel routes.

o Travel time restrictions.

Travel during weather conditions (snow, ice, wind, etc. ).
Gear or cargo storage.

Maintenance including tire pressure.

Head light use.

Cell phone or other electronic equipment use.

e Secat belt use.

12.6040d Training is to be documented by the agency and the documentation maintained in
appropriate agency files.

196040, Renewal training must be provided every two years. Renewal training should consist of a
review of initial training information with updates as appropriate.

12.60.40f Renewal training must be documented and the documentation maintained in appropriate
agency files.

Click here if you would like lo print a PDF Version of this document.

Return to CHAPTER 12
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